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In order for reimbursements to be processed,  you must meet the following criteria:
Indicate the type of expense(s) you are seeking pre-approval for:
Indicate time frames (dates of training, travel or length of license, membership or plans rooms) and a description of the training or service provided and how it benefits your firm. Attach any supporting documents.
Indicate how you would like to receive your response and provide the appropriate contact information: 
Pre-Approval Review (for MDT use)
For MDT use only, please do not fill out shaded area.
All expenses are reviewed for approval on a case-by-case basis. Items indicated above are generally allowable. Although not all inclusive, items indicated below will NOT be allowed: 
AdvertisingClothing 
Trade ShowsSalaries/Personnel Benefits
Office FurnishingsUtilities
Please note: In order to be processed, reimbursement requests and invoices must be sent within 30 days of incurring the expense. 
   Return to:
                  Mail:     Montana Department of Transportation
                           Civil Rights Bureau, Attn: DBE
                           PO Box 201001
                           Helena MT 59620 
                  Fax: 406-444-7243 
                  Email: mdtdbeprogram@mt.gov
                  
Once your expense has been pre-approved, completing the checklist below will help ensure prompt processing of your payment:
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